
Records Retention Schedule 

DEPARTMENT OF HUMAN RESOURCES 

Schedule Use: .. Department Wide 

Proponent: Office of Support Services 

Schedule No.: 89-061 - Date: Approved 8/14/89 
- 

I 

Record Series Title: 

Description: Documents relating to maintaining, creating, revising or 
updating a; issuing the Departments individual Administrative, Grants-to- 
Counties and DHR Board Policies and Procedures and related manuals which 
compile the policies and procedures. 

File Arrangement: By manual name, then numerically by part number, then by 
revision date. 

Retention/Disposition Instructions: 
1) Developmental Documents: 

Policy and Procedure Development File 

Cut off file at end of each calendar year; hold in current files area 2 
years; transfer to State Records Center; hold 5 years; then destroy. 

2) Published Policies and Procedures: 
A - Office of Support Services - use Records Retention Schedule 2, 

"Publication Reference Set Files" for official copies sent to State 
Archives. 

Destroy previous copies when updatedlrevised copies are received. 
B - Other Division/Office Copies: 



D A T E :  N o v e m b e r  9 .  1989  

TO: 

FROM: 

G e r a l d  Poe. RMO. DHR 

P e t e r  E. Schinkel - Schedule S e c t i o n  

SUBJECT: M i n o r  Change R e p o r t .  Schedule I# 89-061 

S E R I E S :  P o l i c y  and Procedure D e v e l o p m e n t  F i l e .  

A s  w e  discussed on the phone 9/21 /89 ,  the change 
you requested (change f r o m  an i n d i v i d u a l  o f f i c e  
schedule t o  a d e p a r t m e n t - w i d e  c o m m o n  schedule) has 
been m a d e  t o  the record copy o f  the  approved 
schedule. The  e f f e c t i v e  da te  o f  t he  schedule w i l l  
r e m a i n  8 /14 /89 .  

The d i s p o s i t i o n  i n s t r u c t i o n s  approved by the  S t a t e  
R e c o r d s  C o m m i t t e e  w e r e  f o r  d e p a r t m e n t - w i d e  use. I t  
w a s  our m i s t a k e  t h a t  w e  d i d  not i d e n t i f y  t he  
schedule as a c o m m o n .  

C a l l  i f  you have questions. S o r r y  t h a t  i t  took so 
l ong  t o  ge t  o f f i c i a l  c o n f i r m a t i o n  o f  the  change t o  
you I 

cc: R o b e r t  E -  W h i t e  
RG R e a d i n g  F i l e  
Schedule # 89-061 
M i n o r  Change F i l e  

~~~ . .  
~ : ,  . .  , 

. .  . .  . . . .., ~ . 
, ~. . . .  



_ _  
I .I Ir- 

(MINOR CHANGE OR DELETION) 

APPROVED DATE 

8/14/89 

TO: DEPARTMENT OF ARCHIVES AND HISTORY -SCHEDULING 
- AND 
FOLLOWING DHR RECORDS COORDINATORS AND ALTERNATES 

MINOR CHANGE DATE (IF APPLICABLE) 

9120189 

RECORDS COORDINATOR RECORDS ALTERNATE DIVISION OR OFFICE 

- ~~ ~ -~ 

ALL DHR DIVISION I OFFICE RECORDS COORDINATORS AND ALTERNATES 

FROM: DHR RECORDS MANAGEMENT SERVICES UNIT 

SCHEDULE NO. NOTIFICATION DATE 

89-061 '9/20/89 (hand delivered) 
SERIES TITLE 

Policy and Procedure Development File -I 

OR 

SEE DELETION EXPLANATION BELOW: 

Copy of Records Retention Schedule is attached. 

7 

Department Wide Schedule - see " 12. Approved Disposition Instructions I, 

area on application on application. 
DHR RECORDS MANAGEMENT OFFICER APPROVAL 

. Form 5080 (7-88) 

~ ..:..,: . . .  . . . . .  . .: .' , ~ .  . 
. .  . . , . ,  



Records Retention Schedule 

GEORGIA DEPARTMENT OF HUMAN RESOURCES .,.- . - 

DivisionlOfFice: 

SectionlUnit: Specialized Services Section 

Office of Technology 8, Support 

Policy Administration I Records Management Unit 

Schedule Um Department Wide 

Schedule No.: 89-061 Adm in, Cha.Date: 10-15-97 

Record Series Title: POLICY AND PROCEDURE DEVELOPMENT FILE 

Description: Documents relating to maintaining, creating, revising or 
updating and issuing the DepartmenPs individual Administrative and Grants-to-Counties 
Policies and Procedures and related manuals which compile the policies and procedures. 

File Arrangement: By manual name, then numerically by part number, then by 
revision date. 

PetentionlDisposition Instructions: 

1) Developmental Documents 

Cut off file at end of each calendar year; hold in current files area 2 years; transfer 
to State Records Center; hold 5 years; then destroy. 

2) Published Policies and Procedures 

A - Office of Technology & Support Services - use Records Retention Schedule 
2, "Publication Reference Set Files" for official copies sent to State Archives. 

6 - Other Division/Office Copies: 

Destroy previous copies when updatedirevised copies are received. 

Confidential: No - Open Record 

SuQersedes: 89-061 (approved 8-14-89) M (77-3.53 



- 

TO: 

FROM 

RECORDS COORDINATOR 

_I_- 

DIVISION OR OFFICE 
I 

RECORDS ALTERNATE 

-_I 

ALL DHR DIVISION / OFFICE RECORDS COORDINATORS AND ALTERNATES 

DHR POLICY ADMINISTRATIONIRECORDS MANAGEMENT UNIT 

SWEOULE NO. 
SEE BELOW * 

~ 

NOTIFICATION OATE 

~ ~- 

AOMlNlSTRATlVE CHANGE-SEE AlTACHEO COPY (COPIES) O f  CHANGED SCHEDULES AREAS OF CHANGE 
ARE HIGHLIGHTED ON ATTACHMENT(S). 

APPROVEODATE 

IGNORE ANY OTHER SCHEDULES THAT MAY BE SHOWN ON THE ABOVE AlTACHMENTS 

ADMINISTRATIVE CHANGE OAT€ (IF APPLICABLE) 

SCHEDULE DELETION 

SEE ATTACHED COPY OF -RECORDS MANAGEMENT SERVICES REQUEST - 

. I  I ,  

% 

FORM 5080 (REV 4-97) 

- i: 



For instructions on completing this form contact DHR Records Management'Unit, 47 Trinity Avenue, Atlanta. Georgia 

3706 O r - 0 3  30334. Phone. (404) 656-4976 GIST: 221-4983 

DHR 
Dplication Date 

~ ~~~- 
I Office of Support Services 

47 Trinity Ave. S.U. - Room 514-H 
Atlanta, Georgia 30334 I apliation Number 

87-1 I 
~ I_- 

-. - .~ ___ -- 
Person to Contact Working Title 

Shirley Sansom Operations Analyst 656-4305 ~ - ___.. - - ~~ - ~ - ---- - ~ . .  
Action Requested 
a. @Establish Retention Schedule: record wlll continue to eccumulate. 
b. 0 Dispose of present accumulatlon: no further accumulation entlcipated. 

e. 0 Amend Application No. _I__ Check One: 0 Changs: 0 Supercede: 0 Void 

Dates of Series 
-- I--______ - -_I- _I_. 

5. Records Series Title Ifollowcd by tit le used in office; i f  different) 
irlkst Latest I P H o u e i -  Board 

Policy and Procedure File Cont inuin 
- II--- -- 1972 

Division and OIfice Function What i s  the function of the Division and the Oflice in which th is  record series I s  created? 
he Administrative Services Division provides the program direction and coordination of the 
pecialized functions which support the Departmentis Internal operations and legal environ- 
ent through the Offices of Administrative Appeals, Audits, Child Support Recovery, Financial 
ervices, Fraud and Abuse, Personnel Administration, and Support Services. 
he Office of Support Services is  responsible for providing those functions that require 
entral coordination and service delivery. The functions include: space management, tele- 
ommunications , construction, building renovation and repair, real property management, rents 
nd leasing, energy management, personal property.management, vehicle management, building 
ervices, central supply and warehouse, mail services, central receiving, records management, 
rinting, forms design and maintenance and distribution of the Department's individual Admin- 
strative, Grants-to Counties. and DHR Boaid Policies and Procedures and related manuals which 
-- ompile -.__._l_-l_... those policies __ and procedures. 

-_-..I-- .--I_.__ # 
Records Series Description This file contains the following documents /include form numbers and titles, if any): Attach samples of the file. 

Documents rdatlng to: 

Maintafning, creating, revising or updating and issuing the Departments individual 
Administrative, Grants-to Counties and DHR Board Policies and Procedures and related 
manuals which compile the policies and procedures. 

Included are: 
copies of current and/or superceded original manual pa-ges and other 
official documents relating to the maintenance, creation and revision/updating of individua' 
policies and prodedures and their issuance. 

. .  .. Th. flta I. arranged: 
by manual name, then numerically .by part number, then by revision date. 

~ , . . L_ .- .I_~. - 
I .  ,bonthlv Reicrenea Rate 

Onc'to 9111 mbnlhs old 

How ofteri 81s recorQs referred 10 which are: 
2 . .. 

4 : Sevento t w e l w  months old : Thirteen to twenty-lour months old . : 
, ,  

t w e n t v f i w  months and older 0, 7 , 
-.._I ~ .~ ~- 

I. Annual Rate of Accumulation or Records 

: Legalsize drawers ~- : Shelwa : Other ISpecifv) -.__ ~ 

Letter-sire drawers t 
' '. \ 

Form 4998 (Rev. 7-84) 

! 

lover) 



I _I u. w s s  me wrtes mnteln mnfldentlel Information nqulrinp tecurltv handling? It yes, e l t i&  01 raguiation. I "  I 

~~~- 
h. Is  them a duplteatlon of t h l s  mrlss in your offke. or In another offlca or agency? 

if yes, where? 
1. I s  this terles lor s mafirportion of it) reguieriy microfilmed? 
I .  Does the record wries result In e computer printoui? 

I_ 

l_l___l_ -------__ 
I_____ 

1. Retention Requirements Ths following requlrss the series to lm kept: 

a. State Law years. 
b. Statute of Ilmltation years. 
c. Fedenllsw -_ veers. 

d. Audlt period veers. 
0. Admlnlstretive need- 7 years. 
1. Federal retention Instructions years. 

Attach COPY or excerpt of I m  or regulations. Explain sdministratlve need. 
This  f i l e  series is  needed t o  document t h e  c u r r e n t  and superseded p o l i c i e s  and procedures  
f o r  Grants- to  Counties ,  Admin i s t r a t ive  and DHR Board f u n c t i o n s  of the Department of Human 
Resources. . 

. 

-?-- .________i 
__~..-l-._l_ 

2. Approved Olwosltlon Instructions This agency recommends that the f i le wries bs cut off et the end of each: 

&?lender Yew: 0 FIscai Year: mother  then, 
-, I___-_ Reference Copies 

2 
( S t a t e  Off ices-At lan ta)  
Included may be documents o r  co r re s .  
pondence r e l a t e d  t o  p o l i c i e s  and prc 
cedures  and the i r  r e v i s i o n s  or up- 
d a t e s ,  which are r e t a i n e d  by p o l i c y  

- proponents .  

a Hold in the current files area 
0 Trmsfer to loeat holdlng area: hold 
a Transfer to State Records Center: hold 

I3 Trensfer to State Archlws for permanent retention. 
ut Other ISwcifv) EXCEPT 

__ rnonth(s) 
vearM; then 

5 . year(#): then 
ut De51ray 

. 
When manua1fs )are  updated or revisec 
d e s t r o y  previous  copy. 
(DHR Off ic ies -Sta tewide)  
Inc luded  are p o l i c i e s  and procedure: 
i n  t h e  manual, superseded p o l i c i e s  

Cut o f f  p r e s e n t  accumulat ion 
(1972-1984) immediately;  
t r a n s f e r  t o  t h e  S t a t e  Records 
Center ;  ho ld  5 y e a r s ;  t hen  d e s t r o y .  

[Record s e t s  o f  published policy and procedure 
manuals come t o  the Archives under DHR When manual(s) are  updated or revisi 
comnion schedule 821 Pub1 icat ion Reference d e s t r o y  previous  copy. 
Set Files approved 6/21/71] wy@S 

or procedures .  


